CHAPTER 4

PREFERENCES
Default Recipient
Purpose This menu option allows you to set a default recipient.
Definition The default recipient is the person who most often receives training requests after you

submit or approve them.

Training Inforrmation ADSMS, BETTS & Cost Code: PDI5000 Recuests Pending: 0
Actions Default Training Request Recipient
Approval Inbox
Wiear Catalog
Eequest Stabus
On-Site Fequest
Off-Site Faquast EDS Users Default Assigned
Prioritize Request
Employee Setup EDE ﬁl EDE
Preferences AEELS, GREGORY A | »>» Set Default »» I
Diefalt Fecipient ACKEDMAN, JUDITH I
Cost Code ADAMS, CHERYL Ir
Email How -OH- ADAMS, PATRICIA I
Acting ADAMS, RETTL &
Aot ds ADAME, ROGER L
Assign Actins AHLEOFRN, PATRICE H
Stop deoting AKERS, DONMNL C
Reports ALDESWORTH, SHEILA L id|
Help
Wser's Marmal
CTF Comrses
Abont
Procedure 1 Select Default Recipient from the Preferences menu.
2 Screen displays Default Training Request Recipient.
3 Click on a name and then on Set Default. This name will automatically

appear in the routing field when you submit or approve a request.

NOTE: You can select any approving official when you submit or
approve training requests.




Change Cost Code

Purpose

Procedure

Training Irformation

Actions
Approval Inbox
Wiew Cataloz
Eequest Status
Om-Site Fequest
Off-Site Fequest
Prioritize Request
Employee Satup
Preferences
Defalt Fecipiant
Cost Cods
Email Mo -OHN-
Acting
Aot As
Azsign deting
Stop Acting
BEeporis
Help
User's Marmal
CTF Courses
About

Training coordinators supporting several cost codes must change their cost code to
access reports for their secondary cost codes.

Step Action
1 Select Cost Code from Preferences menu.
2 Select the desired cost code or choose All Employees after working in a
single cost code.

ADANS, RETTA A

Change Cost Codes

Cost Code: PD75000

All Employees

Employees in POYS000

Employees in PDY2000
Employees in PD72500
Employees in PDY2E00
Employees in PD7S200
Employees in PDYS300
Employees in PDY5400

Employees in PD7EO00

Reguests Pending: 0

NOTE: Do not use this area to act as another user. Use the Act As menu option.

All Employees will show employees who have you as their Training
Coordinator regardless of their cost code in all areas except Reports.

If you support several cost codes, you should change cost codes before you
submit a training request.




E-mail Now

Purpose

Procedure
Option A

Option B

This section explains the e-mail notification features.

Step Action
1 If you set E-Mail Now—oOn, you receive an e-mail notification
immediately when a training request enters your Approval Inbox.
Training Information SWARTZ, JANET E Cost Code: AR34500 Recuests Pending: 0
Actions
Approval Inhox
View Catalog
Femest Statns
On-Site Faquest
Off-Site Request
Preferences
Default Becipient
Foi N Welcome to
Acting
batde Employee Development
hp System 2.0.7
User's Mamal
CTF Conrses
Aihout
Developers
Admun -OFF-
1 If you set E-Mail Now—Off, you will not receive an e-mail notification

immediately when a training request enters your approval inbox.

Training Information SWARTZE, JANET E Cost Code: AR34500 Requests Pending: 0

Welcome to
Employee Development
System 2.0.7

[x]

& You will not be immediately notitied via email when an action armives in pour inbox.

NOTE: With either option you receive daily e-mail notification indicating there
are requests in your Approval Inbox awaiting action.

You receive an e-mail notification every day until requests leave your inbox.
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